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SECTION G - CONTRACT ADMINISTRATION DATA 

G.l G-002 CONTRACT ADMINISTRATION DATA 

CONTRACT ADMINISTRATION DATA (07/01) 



Contracting Officer: 
Contract Administrator: 

First Class Mailing: 
Courier or Hand Delivery: 



Contracting Officer's 
Representative (COR): 



Raymond W. Bouford 

Raymond W. Bouford 
Telephone Number: 703-875-6844 
Facsimile Number: 703-875-6085 

U.S. Department of State 
Office of Acquisition Management 
P.O. Box 9115, Rosslyn Station 
Arlington, Virginia 22219 

U.S. Department of State 

Office of Acquisition Management 

Room 528 

1701 N. Ft. Myer Drive 
Arlington, Virginia 22209 
(Visitor's entrance via 17th Street) 



To Be Specified at Contract Award 
Telephone Number: 
Facsimile Number: 



RELEASED IN FULL 

JULY 2001 



G.2 G-001 



ORDERING PROCEDURES 



NOVEMBE 
R1996 



ORDERING PROCEDURES (1 1/96) 

(a) In accordance with FAR 52.216-1 8 "ORDERING," the following individuals and activities are authorized to issue delivery orders 
or task orders hereunder: 

Department of State Contracting Officer 
USA ID Contracting Officer 

(b) Orders placed under this contract shall contain the following information: 

(1) Date of order; 

(2) Contract number and order number; 

(3) Item number and description, quantity, and unit price; 

(4) Delivery or performance date; 

(5) Place of delivery or performance (including consignee); 

(6) Packaging, packing, and shipping instructions, if any; 

(7) Accounting and appropriation data; 

(8) Security clearance level(s), applicable to the order, if any; and 

(9) Any other pertinent information. 

UNITED STATES DEPARTMENT OF STATE 

REVIEW AUTHORITY: CHARLES ELAHIGUERA T TAT^T A Q<vTFTFFl 
DATE/CASE ID: 15 NOV 2007 200705217 UiN^Lv/\^Oirir/Ly 
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(c) Issuance of orders by facsimile is authorized in accordance with FAR 52.216-18 "ORDERING," 

G3 G-007 ADDITIONAL ORDERING PROCEDURES FOR OTHER FEBRUAR 
GOVERNMENT AGENCIES Y 1996 

ADDITIONAL ORDERING PROCEDURES FOR OTHER GOVERNMENT AGENCIES (02/96) 

Contracting Officers for the other Government agencies, identified in the clause entitled "ORDERING PROCEDURES," are 
authorized to issue delivery orders or task orders under this contract only after obtaining prior written authonzation from the 
designated Administrative Contracting Officer. Requests for authorization shall include: contract line item numbers, quantities, and 
prices for all items to be ordered. If approved, a copy of the CO's letter granting authorization shall be attached to the deljcriet 
or task order The Contractor shall not accept any orders from other Government agencies winch do not mc ude a copy of the CO s 
auAorization. A copy of each delivery order or task order shall be provided to the U .S. Department of State's Contracting Officer and 
COR at the time the order is issued. 

G.4 G-010 TASK ORDERS ^I E , MBE 

R 19Vo 

4 

fa 1 ) Task Order Requests shall be issued in writing to the Contractor by the Contracting Officer or the Contracting Officer;* 
Representative (COR) and will describe the specific support required by the Department of State. A Task Order Request is a request 
for proposal; it is not a Task Order and does not authorize performance. 

(b) Each Task Order Request shall include, at a minimum: 

(1) A description of the work to be performed; 

(2) Reporting, briefings, and/or other deliverable requirements; and 

(3) The estimated period of performance or required completion date. 

(c) The Contractor shall, within ten working days of the receipt of a Task Order Request, submit to the COR a written technical 
proposal and a separate detailed cost proposal. A cost proposal shall include the following, as applicable: 

(1 ) The required number of labor hours by labor classification and labor rates; 

(2) Overtime hours and rates by labor category; 

(3) Direct material, travel, subsistence, and similar costs; 

(4) Dollar amount and type of any proposed subcontracts); 

(5) Total estimated price; and, 

(6) Proposed completion or delivery dates. 

(d) The COR shall review the proposal and forward his written recommendations, along with a copy ofthe proposal, to the 
Contracting Officer. Following successful negotiations ofthe Contractor's proposal, the Contracting Officer shall issue a written Task 
Order to the Contractor providing the necessary funding and authorizing the Contractor to begin work. 

(e) The Government shall not be obligated to pay the Contractor any amount in excess ofthe totalTask Order amount, and the 
Contractor shall not be obligated to continue performance if to do so would exceed the total Task Order amount. 
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G 5 232-70S DOSAR 652.232-70 PAYMENT SCHEDULE AND INVOICE SEPTEMBE 
SUBMISSION (FIXED-PRICE) (ACQ STANDARD FORMAT) R 1 999 



DOSAR 652.232-70 PAYMENT SCHEDULE AND INVOICE SUBMISSION (FIXED-PRICE) (AUG 1999) (ACQ 
STANDARD FORMAT) (09/99) 

(a) General. The Government shall pay the Contractor as full compensation for all work required, performed and accepted under 
this contract inclusive of all costs and expenses, the flrm-fixed-price stated in Section B of this contract. 

(b) RESERVED 

(c) Invoice Submission. Invoices shall be submitted in an original and three copies to the office identified in Block 10 of the SF- 
26 Block 23 of the SF-33, or Block 1 8b of the SF-1449, except that invoices for services shall be submitted to the Contracting 
Officer's Representative (COR) at the address referenced in Section G of this contract under "CONTRACT ADMINISTRATION 
DATA " One copy of the invoice shall be concurrently submitted to the Contracting Officer at the address referenced in Section G of 
this contract under "CONTRACT ADMINISTRATION DATA." To constitute a proper invoice, the invoice must include all items 
per FAR 52.232-25, "PROMPT PAYMENT." 

(d) Contractor Remittance Address. Payment shall be made to the Contractor's address as specified on the cover page of mis 
contract, unless a separate remittance address is specified'below: 



G.6 . G-006 PURCHASE CARD ORDERS JUNE 1999 

(a) Definitions. "Purchase Card," as used in this clause, means the Government-wide commercial credit card currently identified as 
the SmartPay Purchase Card. This is the only credit card authorized to be used for the placement and payment of oral delivery orders 
under this contract 

"Purchase Card Order," as used in mis clause, means an oral delivery order placed under this contract using a Purchase Card. 
"Cardholder," as used in this clause, means a Federal employee to whom a Purchase Card has been issued. 

(b) Purchase Card Orders in the amount of $2,500 or less may be placed by Department of State Cardholders for the supplies or 
services stated in SECTION C of this contract at the prices specified in SECTION B. Purchase Card Orders may be comprised of 
multiple items however the total amount of each Purchase Card Order shall not exceed $2,500. All Purchase Card Orders must have 
prior written approval by the designated Contracting Officer's Representative (COR). Requirements may not be split in order to 
remain under the established Purchase Card threshold of $2,500 per order, 

(c) Notwithstanding FAR 52.216-19 "DELIVERY ORDER LIMITATIONS,'* the Contractor shall honor Purchase Card Orders if the 
aggregate amount of the transaction is $2,500 or less and the supplies or services requested have been approved in writing by the 

COR. 

(d) Payments for Purchase Card Orders will be processed by: 

Citibank Government Card Services 
P.O. Box 6575 
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The Lakes, NV 88901-6575 



(e) The Contractor shall not process a transaction for payment until the purchased supplies have been shipped or services performed. 
Unless the Cardholder requests correction or replacement of a defective or faulty item in accordance with other contract requirements, 
the Contractor shall immediately credit a Cardholder's account for items returned as defective or faulty. 

(f) In addition to the packing and marking requirements stated in SECTION D of this contract, the Contractor shall provide the 
following on the packing list or shipping document: 

(1) The Cardholder's name, office symbol, and telephone number; and 

(2) The term "Purchase Card Order" (DO NOT WRITE the Purchase Card ACCOUNT NUMBER). 

(g) The Contractor shall submit a quarterly report of Purchase Card Orders to the Contracting Officer. The report at a minimum shall 
include: requiring office's symbol, name of cardholder, date of order, description of supplies or services, and the total dollar amount 
of the transaction. 

G7 242-70S DOSAR 652.242-70 CONTRACTING OFFICER'S REPRESENTATIVE SEPTEMBE 
(ACQ STANDARD FORMAT) R 1999 



DOSAR 652.242-70 CONTRACTING OFFICER'S REPRESENTATIVE (AUG 1999) (ACQ STANDARD FORMAT) (09/99) 

(a) The Contracting Officer may designate in writing one or more Government employees, by name and position title, to take 
action for the Contracting Officer under this contract. Each designee shall be identified as a Contracting Officer's Representative 
(COR). Such designation^) shall specify the scope and limitations of the authority so delegated; provided, that the designee shall not 
change the terms or conditions of the contract, unless the COR is a warranted Contracting Officer and this authority is delegated in the 
designation.. 

(b) The COR is identified in Section G of this contract under "CONTRACT ADMINISTRATION DATA." 
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